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6WHS#8= 'HWHUPLQH#6FKHGXOH#DQG
:RUNDURXQGV#IRU#&ULWLFDO
)XQFWLRQV

2EMHFWLYHV +P"5VGR"7"[QW"YKNN<

! %TGCVG"RQVGPVKCN";GCT"4222"HCKNWTG"UEGPCTKQU"HQT"GCEJ"GNGOGPV
QH"[QWT"ETKVKECN"HWPEVKQPU.

! &GXGNQR"C"YQTMCTQWPF"RNCP"VQ"MGGR"[QWT"DWUKPGUU"TWPPKPI"KP
TGURQPUG"VQ"GCEJ";GCT"4222"HCKNWTG"UEGPCTKQ"HQT"GCEJ"QH"[QWT
ETKVKECN"DWUKPGUU"HWPEVKQPU."CPF

! %TGCVG"C"UEJGFWNG"HQT"RWVVKPI"[QWT"CNVGTPCVKXG"UQNWVKQPU"KP
RNCEG"CU"HCT"KP"CFXCPEG"QH",CPWCT["3."4222."CU"PGEGUUCT[0

:RUNDURXQGV#YV1#)L[HV=##-DQXDU\#4/#5333#LV#IDVW#DSSURDFKLQJ#DQG#LW#LV
LPSHUDWLYH#WKDW#DOO#\RXU#ZRUNDURXQGV#DUH#SODQQHG#DQG#FRPSOHWHG#EHIRUH
WKDW#GD\#DUULYHV1##(YHQ#LI#DOO#RI#\RXU#<HDU#5333#IL[HV#DUH#PDGH#EHIRUH
-DQXDU\#4/#5333/#WKHUH#LV#QR#DEVROXWH#JXDUDQWHH#WKDW#WKH\#ZHUH#PDGH
FRUUHFWO\#RU#WKDW#VRPHWKLQJ#RYHU#ZKLFK#\RX#KDYH#QR#FRQWURO³VXFK#DV
HOHFWULFLW\³ZLOO#EH#XQLQWHUUXSWHG1##,I#\RXU#ZRUNDURXQGV#DUH#SODQQHG#DQG
SURYLGHG#IRU#QRZ/#DQ\#IDLOXUHV#RQ#-DQXDU\#4/#5333#FDQ#EH#RYHUFRPH1##1RZ#LV
WKH#WLPH#WR#EXGJHW#\RXU#UHVRXUFHV#WR#HQVXUH#WKDW#DOO#\RXU#ZRUNDURXQGV
DUH#SODQQHG#DQG#SURYLGHG#IRU#UDWKHU#WKDQ#SURFHHGLQJ#WR#WKH#IL[HV#DW#WKH
H[SHQVH#RI#\RXU#ZRUNDURXQGV1

2YHUYLHZ 7UKPI"[QWT"EQORNGVGF"VYQ/RCTV"%TKVKECN"(WPEVKQP"$TGCMFQYP
9QTMUJGGV"KP"5VGR"5"QP"RCIG"5/7."[QW"YKNN"PQY"RNCP"HQT"RQUUKDNG
;GCT"4222/TGNCVGF"HCKNWTG"UEGPCTKQU"CPF"RNCP"CNVGTPCVG"UQNWVKQPU.
ECNNGF"YQTMCTQWPFU0

6JG"UGEQPF"RCTV"QH"VJG"%TKVKECN"(WPEVKQP"$TGCMFQYP
9QTMUJGGV"YKNN"RTQXKFG"C"DTGCMFQYP"QH"GCEJ"QH"[QWT"ETKVKECN
DWUKPGUU"HWPEVKQP"GNGOGPVU"KPVQ"VJTGG"ECVGIQT["CTGCUGEQORWVGT
U[UVGOU."GODGFFGF"EJKRU."QT"UGTXKEGUGYJGTG"[QW"OKIJV"JCXG"C";GCT
4222/TGNCVGF"RTQDNGO0""+P"5VGR"7."[QW"CTG"RTQXKFGF"YKVJ"GZCORNG
FCVC0"7UKPI"VJG"KPHQTOCVKQP"FGUETKDGF"CDQXG"[QW"YKNN"EQORNGVG"C
2QVGPVKCN"(CKNWTG"5EGPCTKQ"9QTMCTQWPF"2NCP"9QTMUJGGV"HQT
GCEJ"QH"[QWT"ETKVKECN"DWUKPGUU"HWPEVKQPU0



6L[#6WHSV#WR#<HDU#5333#5HDGLQHVV
6WHS#8=#'HWHUPLQH#6FKHGXOH#DQG#:RUNDURXQGV#IRU#&ULWLFDO#)XQFWLRQV 0DUFK#45/#4<<<

808080805555

3RWHQWLDO#)DLOXUH
6FHQDULR
:RUNDURXQG#3ODQ

6JG"HQNNQYKPI"UGEVKQP"KU"QTICPK\GF"D["VJTGG"ECVGIQTKGU<

30 %QORWVGT"5[UVGOU"*FKXKFGF"KPVQ"JCTFYCTG"CPF"UQHVYCTG+.
40 'ODGFFGF"%JKRU."CPF
50 5GTXKEGU0

5CORNG"FCVC"KU"RTQXKFGF"HQT"GCEJ"QH"VJG"CDQXG"ECVGIQTKGU"HQT"[QW"VQ
TGXKGY0""4GHGT"VQ"6CDNG"7/3<"&KTGEVQT["QH"5CORNG"&CVC"6CDNGU
HQT"5VGR"7."DGNQY0

#HVGT"TGXKGYKPI"VJG"UCORNG"FCVC."[QW"YKNN"EQORNGVG"C"2QVGPVKCN
(CKNWTG"5EGPCTKQ"9QTMCTQWPF"2NCP"9QTMUJGGV"NQECVGF"QP
RCIG"7/:"HQT"GCEJ"ECVGIQT["NKUVGF"CDQXG0""*/QTG"KPHQTOCVKQP"CDQWV
VJGUG"ECVGIQTKGU"KU"CXCKNCDNG"KP"5VGR"6"QP"RCIG"6/40+

30 %JQQUG"[QWT"ETKVKECN"HWPEVKQPU"VJCV"TGNCVG"VQ"EQORWVGTU.
GODGFFGF"EJKRU."QT"UGTXKEGU"CPF"CNN"QH"VJG"GNGOGPVU"VJCV
OKIJV"DG"C"RCTV"QH"VJGUG"ETKVKECN"HWPEVKQPU0

40 'PVGT"VJQUG"ETKVKECN"HWPEVKQPU"CPF"TGNCVGF"GNGOGPVU"KPVQ"2CTV"3
QH"VJG"2QVGPVKCN"(CKNWTG"5EGPCTKQ"9QTMCTQWPF"2NCP
9QTMUJGGV"CPF"EJGEM"GKVJGT"VJG"EQORWVGT"U[UVGO."GODGFFGF
EJKR."QT"UGTXKEG"EJGEMDQZ0""6JGP."NKUV"CP["UEGPCTKQU"*VJKPIU"VJCV
EQWNF"JCRRGP+."YJKEJ"OKIJV"ECWUG"VJGUG"ETKVKECN"HWPEVKQPU"VQ
HCKN0

50 &GVGTOKPG"C"UQNWVKQP"HQT"IGVVKPI"CTQWPF"VJG"RTQDNGO"*2NCP"$
QT"YQTMCTQWPF+"HQT"CNN"QH"VJG"UEGPCTKQU"[QW"JCXG"KFGPVKHKGF0
#FF"[QWT"YQTMCTQWPFU"VQ"2CTV"4"QH"VJG"YQTMUJGGV0"".KUV
YJGVJGT"[QWT"UQNWVKQP"KU"EQORNGVGF"QT"PQV."RTQXKFG"C"UEJGFWNG
HQT"EQORNGVKQP."CPF"MGGR"CP["QVJGT"PQVGU"PGEGUUCT["VQ
FQEWOGPV"[QWT"RTQITGUU0

4GHGT"VQ"6CDNG"7/3"HQT"C"NKUVKPI"QH"GCEJ"2QVGPVKCN"(CKNWTG
5EGPCTKQ"9QTMCTQWPF"2NCP"5CORNG"9QTMUJGGV"RTGUGPVGF"KP
5VGR"70

7DEOH#804=#'LUHFWRU\#RI#6DPSOH#:RUNVKHHWV#IRU#6WHS#8
7DEOH &DWHJRU\#7RSLF SDJH &RQWHQW#6\QRSVLV

7/4 %QORWVGT"5[UVGOU"*CTFYCTG 7/5 2TQXKFGU"HQWT"RQVGPVKCN"HCKNWTG"UEGPCTKQU"HQT"JCTFYCTG"CUUQEKCVGF"YKVJ
RC[TQNN"ETKVKECN"HWPEVKQP="RTQXKFGU"YQTMCTQWPF"UQNWVKQPU"CPF"UEJGFWNG
OKNGUVQPGU0

7/5 %QORWVGT"5[UVGOU"5QHVYCTG 7/7 2TQXKFGU"VYQ"RQVGPVKCN"HCKNWTG"UEGPCTKQU"HQT"UQHVYCTG"CUUQEKCVGF"YKVJ"RC[TQNN
ETKVKECN"HWPEVKQP="RTQXKFGU"YQTMCTQWPF"UQNWVKQPU"CPF"UEJGFWNG"OKNGUVQPGU0

7/6 'ODGFFGF"%JKRU 7/8 2TQXKFGU"RQVGPVKCN"HCKNWTG"UEGPCTKQ"HQT"GODGFFGF"EJKRU"CUUQEKCVGF"YKVJ
JGCV"CPF"CKT"EQPFKVKQPKPI"HWPEVKQP="RTQXKFGU"YQTMCTQWPF"UQNWVKQP"CPF
UEJGFWNG"OKNGUVQPGU0

7/7 5GTXKEGU 7/9 2TQXKFGU"VJTGG"RQVGPVKCN"HCKNWTG"UEGPCTKQU"HQT"UGTXKEGU"CUUQEKCVGF"YKVJ"JGCV
CPF"CKT"EQPFKVKQPKPI"CPF"RC[TQNN"ETKVKECN"HWPEVKQPU="RTQXKFGU"YQTMCTQWPF
UQNWVKQPU"CPF"UEJGFWNG"OKNGUVQPGU0



6WHS#8=#'HWHUPLQH#6FKHGXOH#DQG#:RUNDURXQGV#IRU#&ULWLFDO#)XQFWLRQV 0DUFK#45/#4<<< #6L[#6WHSV#WR#<HDU#5333#5HDGLQHVV

808080806666

6DPSOH#'DWD

7DEOH#805=#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#6DPSOH#:RUNVKHHW
&KHFN#2QH=####9❏"&RPSXWHU#6\VWHPV###❏#(PEHGGHG#&KLSV###❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ= Payroll
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG##DQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

Personal
Computer

Scenario 1 : PC Clock has
been affected by Year
2000.  This will be
evident when the PC does
not show the correct date
when booted on or after
January 1, 2000.  Dates
used by applications will
be incorrect.

If necessary, the date can be reset
each time the computer is rebooted.
No prior workaround necessary.

9999❏❏❏❏#<HV
❏❏❏❏#1R

This will provide no
difficulty since the
internal date can be
reset each time the
computer is rebooted.

Personal
Computer

Scenario 2: PC does not
boot up because BIOS is
not Y2K compliant.  All
data, forms, applications
on the PC are not
accessible.

1.  By December 1999 , print all forms
that might be necessary to fill out
to continue business.

2.  By December 1999 , print all data
from any data files that contain
data that must be referenced to
continue operations.

3.  By December 1999 , ensure staff is
trained to:

a.  Manually fill out forms,
b.  Find the correct data from the

printed copy for use in
processing, and

c.  Carry out processing for each
critical business function
manually.

❏❏❏❏#<HV
9999❏❏❏❏#1R

All forms and data are
ready for manual
processing.

Staff training must be
scheduled.

Check
Writer
Machine

Scenario 1 : Computer out
of service for any reason,
therefore, Check Writer
not working.

Have paper checks on hand so checks
can be written and signed manually.

9999❏❏❏❏#<HV
❏❏❏❏#1R

Blank checks are on hand
in sufficient quantity
to last three months.

Check
Writer
Machine

Scenario 2 : Check Writer
machine out of service for
any reason, therefore,
checks cannot be printed.

Have paper checks on hand so checks
can be written and signed manually.

9999❏❏❏❏#<HV
❏❏❏❏#1R

Blank checks are on hand
in sufficient quantity
to last three months.



6WHS#8=#'HWHUPLQH#6FKHGXOH#DQG#:RUNDURXQGV#IRU#&ULWLFDO#)XQFWLRQV 0DUFK#45/#4<<< #6L[#6WHSV#WR#<HDU#5333#5HDGLQHVV
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6DPSOH#'DWD

7DEOH#806=#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#6DPSOH#:RUNVKHHW
&KHFN#2QH=####9❏"&RPSXWHU#6\VWHPV###❏#(PEHGGHG#&KLSV###❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ= Payroll
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG#DQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

Computer
Operating
System
(Winters 94)

Scenario 1 : Operating
System failed for any
reason.  PC cannot be
used.

1.  By December 1999 , print all
forms that might be necessary
to fill out to continue
business.

2.  By December 1999 , print all
data from any data files that
contain data that must be
referenced to continue
operations.

3.  By December 1999 , ensure staff
is trained to:
a.  Manually fill out forms,
b.  Find the correct data from

the printed copy for use in
processing, and

c.  Carry out processing for
each critical business
function manually.

❏❏❏❏#<HV
9999❏❏❏❏#1R

All forms and data are
ready for manual
processing.

Staff training must be
scheduled.

Home-Grown
Withholding
Reporting
Software

Scenario 1 : Software
fails for any number of
reasons; PC not
working, no
electricity, etc.

1.  By December 1999 , print all
forms that might be necessary
to fill out to continue
business.

2.  By December 1999 , print all
data from any data files that
contain information  that must
be referenced to continue
operations.

3.  By December 1999 , ensure staff
is trained to:
a.  Manually fill out forms,
b.  Find the correct data from

the printed copy for use in
processing, and

c.  Carry out processing for
each critical business
function manually.

❏❏❏❏#<HV
9999❏❏❏❏#1R

All forms and data are
ready for manual
processing.

Banking forms are on
hand to make necessary
deposits to correct
accounts.

Staff Training must be
scheduled.



6WHS#8=#'HWHUPLQH#6FKHGXOH#DQG#:RUNDURXQGV#IRU#&ULWLFDO#)XQFWLRQV 0DUFK#45/#4<<< #6L[#6WHSV#WR#<HDU#5333#5HDGLQHVV
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6DPSOH#'DWD

7DEOH#807=#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#6DPSOH#:RUNVKHHW
&KHFN#2QH=###❏#&RPSXWHU#6\VWHPV###9❏#(PEHGGHG#&KLSV###❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ= Heat & Air Conditioning
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

Thermostat,
Actuators,
Emergency
Cut-off,
Flowmeter,
Carbon Dioxide
Monitor

Scenario 1 : Heat goes out
because any elements fail
or other reason outside of
our control.

1.  By October 1999 , call
local government body
and/or local Red Cross
and ask them what they
are doing to prepare for
Year 2000 and  where
residents who are in
need of heat can be
sent.  Ask them where
the closest generator-
operated shelter is
located.

9999❏❏❏❏#<HV
❏❏❏❏#1R

Red Cross provided
names of local
shelters and a
preparedness list for
residents.

2.  By November 1999 , notify
residents by letter  of
potential problems with
heat and of the need of
blankets if heat fails.
(A sample letter  can be
found on workbook page
1-5 .)

9999❏❏❏❏#<HV
❏❏❏❏#1R

Resident letter was
mailed on  March 20,
1999.

. 3.  Buy blankets by  November
1999  for residents who
may not have enough
blankets.

❏❏❏❏#<HV
9999❏❏❏❏#1R

A closet containing
extra supplies will
be located in the
manager’s office and
will be ready by
September 10, 1999 .



6WHS#8=#'HWHUPLQH#6FKHGXOH#DQG#:RUNDURXQGV#IRU#&ULWLFDO#)XQFWLRQV 0DUFK#45/#4<<< #6L[#6WHSV#WR#<HDU#5333#5HDGLQHVV
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6DPSOH#'DWD

7DEOH#808=#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#6DPSOH#:RUNVKHHW
&KHFN#2QH=###❏#&RPSXWHU#6\VWHPV###❏#(PEHGGHG#&KLSV###9❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ= Heat & Air Conditioning
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

Fuel
Source
(Natural
Gas)

Scenario 1 : Gas heat is
no longer available
because of a local power
outage, which has also
caused a disruption in
the transportation of
supplies required for oil
heating.

By November 1999 , check with
the local Red Cross to find
out what shelters will be
available and where they are
located.  Suggest the resident
representative make a plan to
check on the infirm and
elderly.

❏❏❏❏#<HV
9999❏❏❏❏#1R

As of March, 4 1999 , have only
one volunteer.  Will hold a
resident  meeting on
June 10, 1999,  to enlist more
help.

Scenario 2 : The heat is
turned off in the bldg.
because the heating
company’s computer record
shows non-payment of the
monthly bill since 1900.

By November 1999 , check with
the local Red Cross to find
out what shelters will be
available and where they are
located.  Suggest the resident
representative make a plan to
check on the infirm and
elderly.

❏❏❏❏#<HV
9999❏❏❏❏#1R

As of March, 4 1999 , have only
one volunteer.  Will hold a
resident  meeting on
June 10, 1999,  to enlist more
help.

Power
Source

Scenario 1: If  power
source is out of service
for any reason, heat and
air conditioning will not
function.

By November 1999 , check with
the local Red Cross to find
out what shelters will be
available and where they are
located.  Suggest the resident
representative make a plan to
check on the infirm and
elderly.

❏❏❏❏#<HV
9999❏❏❏❏#1R

As of March, 4 1999 , have only
one volunteer.  Will hold a
resident  meeting on
June 10, 1999,  to enlist more
help.
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6DPSOH#'DWD

7DEOH#809=#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#6DPSOH#:RUNVKHHW
&KHFN#2QH=###❏#&RPSXWHU#6\VWHPV###❏#(PEHGGHG#&KLSV###9❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ= Payroll
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

Payroll
Application
Program

Scenario 2 : Any number of
reasons has caused all
elements of the payroll
process to stop.  This
includes banking, computer
services, and automatic
tellers.

By November 1999, have an
adequate supply of blank
checks to write out
payroll checks and have
some extra money on hand
in petty cash fund.

❏❏❏❏#<HV
9999❏❏❏❏#1R

Will order checks by June
1999.  Should have order
not later than 15 days
after ordered.
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#3RWHQWLDO#)DLOXUH#6FHQDULR#:RUNDURXQG#3ODQ#:RUNVKHHW
&KTGEVKQPU<" %JQQUG" [QWT" ETKVKECN" HWPEVKQPU" CPF" CP[" GNGOGPVU" KPVQ" YJKEJ
VJGUG"HWPEVKQPU"OKIJV"DG"DTQMGP"FQYP0""'PVGT"VJQUG"KPVQ"2CTV"30"""6JGP."NKUV
CP[" UEGPCTKQU" *VJKPIU" VJCV" EQWNF" JCRRGP+." YJKEJ" OKIJV" ECWUG" VJGUG" ETKVKECN
HWPEVKQPU" VQ" HCKN0" 0GZV." CFF" YQTMCTQWPFU" CPF" OKNGUVQPGU" VQ" 2CTV" 4" QH" VJG
YQTMUJGGV0" " &GVGTOKPG" C" UQNWVKQP" HQT" IGVVKPI" CTQWPF" VJG" RTQDNGO

*YQTMCTQWPF+" HQT"CNN"QH" VJG"UEGPCTKQU"[QW"JCXG" KFGPVKHKGF." NKUV"YJGVJGT"[QWT
UQNWVKQP" KU" EQORNGVGF" QT" PQV." CPF" RTQXKFG" C" UEJGFWNG" YKVJ" OKNGUVQPGU" HQT
EQORNGVKQP." KP" CFFKVKQP" VQ" CP[" QVJGT" EQOOGPVU" PGEGUUCT[" VQ" VTCEM" CPF
FQEWOGPV"[QWT"RTQITGUU0

&KHFN#2QH=###❏#&RPSXWHU#6\VWHPV###❏#(PEHGGHG#&KLSV###❏#6HUYLFHV

&ULWLFDO#)XQFWLRQ=
3DUW#4=#)LOO#RXW#ILUVW= 3DUW#5=#)LOO#RXW#VHFRQG=

&ULWLFDO#)XQFWLRQ#)DLOXUH#6FHQDULR :RUNDURXQG#3ODQ#DQG#6FKHGXOH
(OHPHQW 3RWHQWLDO#)DLOXUH#6FHQDULR :RUNDURXQG#0LOHVWRQHV &RPSOHWHG" &RPPHQWV#DQG#7UDFNLQJ

❏❏❏❏#<HV
❏❏❏❏#1R

❏❏❏❏#<HV
❏❏❏❏#1R

❏❏❏❏#<HV
❏❏❏❏#1R

❏❏❏❏#<HV
❏❏❏❏#1R

❏❏❏❏#<HV
❏❏❏❏#1R

❏❏❏❏#<HV
❏❏❏❏#1R


